Searching for a Requisition to Open it Back Up

It is possible to search for a requisition using several different types of search criteria.
After you find it, it may be reopened in order to edit the document, re-route it, cancel it,

etc.

1. Welcome Screen

A\ —
Inbox Welcome TOM NORTHRUP
APP You have 16 unread messades inyour [nbox.
Requisitions < Last Documents Accessed: Sth o .
Solicitations Reguisition: TOMTESTZ Requisitions
Purchase Orders Reguisition: TOM2
Contracts Eeguizition: PLEASEWORK

Reguisition: PLEASEGOD

Catalog Orders
DeliveryTask Orders

A bhout VPO PRISM
BPA Setups Product information.
BPA Calls

Coumy %
Hoe ments C-Jﬁlri}r:;gigfrt::}hnical suppor, frequently asked guestions, and more.
Milestones
Preferences YWeb Favorites:
System Setup Commerce Business Daily
System Utilities Electronic Posting Systermn
EPDS 1  GSA Debarment
Tools Ll GEA Advantage!

2. Requisitions Menu
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3. Search Screen

Search Criteria I
I
InHEnUISHIonE Requi=ition Humber Statu= Status O=te  Requisitioner Requisition Date  Buye
' Assigned to Me <O|> 0313FPR01 In Progress 031 3/2002 NORTHRUP, TOM 03f13f2002
ol 0313FR0O2 In Frograss 031132002 NORTHRUF, TOM 03M13/2002
0313FR0O3 In Progress 03132/2002 NORTHRUP, TOM 0301352002
Requisition Type 0313FRBPA In Progress 031322002 NORTHRUPR, TOM 0381352002
Im O 3PRCOMTOZ In Progress 0313272002 NORTHRUPR, TOM 0361352002
L FSSDSDSDFSDFSD In Progress 0325/2002 NORTHRUP, TOM 03f25/2002
Search PLEASEGOD Pending Financial Approval 04/01/2002 NORTHRUP, TOM 04/01/2002
|Requisition Murmber j PLEASEWOREK Pending Financial Appraval 04001/2002 WORTHRUP, TOM 0450152002
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This is the drop down box for the “Requisition Type” field,
this is next to the picture of the smiley face. Choose which
Requisition type of requisition you want to search by, it defaults to

Req for Maod “All”.

Search
Reguisition Date -
Requisition Mumber
[Requisitioner I This is the drop down box for the “Search” field, this is next
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Status Date L choose an option you must fill something in the “For” box
Site (the “For” box is next the picture of the heart). For
Originating Office Code example if you search by “Requisition Date”, you must
Description Text - put in the date you made the requisition. Otherwise it will

not narrow the search when you hit display. After you
have read this go to the next page of this manual.




4. Enter in Criteria

Search Criteria

¥ Ny Requisitions

Requis iticn Selection

Requisitior\Mumber Statu= Status Oate  Reguisitioner Requisition Date  Bui
' Assigned to Me 0313PR01 In Progress 03132002 NORTHRUP, TOM 031132002
o 0313PR02 In Proaress 03132002 NORTHRUP, TOM 031132002
0313PRBPA In Proaress 03132002 NORTHRUP, TOM 03132002
Requisition Type 0313PR03 In Progress 03132002 NORTHRUP, TOM 034 32002
l = In Progress 03132002 NORTHRUR, TOM 03132002
In Progress 03/25/2002 NORTHRUR, TOM 03/252002
seareh In Progress 03/26/2002 NORTHRUP, TOM 03/252002
R equisiion Dats B TOMTEST2 Pending Financial Approval 04/01/2002 NORTHRUP, TOM 04/01/2002
TOM1 Pending Financial Approval 04/01/2002 NORTHRUP, TOM 04/01/2002
R ToOM2 Pending Financial Approval 04/01/2002 NORTHRUP, TOM 040172002
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FPage 1 of 1

D313PRCOMNTOZ

Status Status Date  Requisitioner Requisition Oate  Buyer  Site

In Progress 031302002 NORTHRUP, TOM 0371372002 SETUP BUE
InProgress 031302002 NORTHRUP, TOM 0371372002 SETUP BLIE
InProgress 0332002 NORTHRUP, TOM 0371372002 SETUP BUE
In Progress 031302002 NORTHRUP, TOM 0371372002 SETUP BUE
InProgress 0301302002 NORTHRUP, TOM 0371372002 SETUPR BLIE

(5 results found)

1. Note how all the requisitions
that I did on “03/13/2002” are
now available to view or edit.

2. Choose the
requisition you
desire, by

clicking on the
number, which is
underlined.

After you have
clicked on a
requisition, go to
the next page of
this manual.




6. The Requisition you searched for

Suspend Line tems

EZ REQ Information

EZ REQ Fequisition Mumber: 0313PR0O1 Status: InProgress  Mumhber of lems: 3
Wersion: BASE Stage: Requisition Total Amount. §2,795.00
. Commitment. $2,795.00
I hfzin I
lterms
Wendors

Requisition Date; |0311 2002 &

Supporting Docs

- : Requisitioner: ITNORTHRU IZI
i Buyer: (Mane)
Yalidations . .

Primary Product’Service Code: I J
Raoute Histary | J
iginati : Edit| ...

Status History Qriginating Office: |
Motifications Payment Office: | Edrtlﬂ
Cwmnership Site: |SETUP BUSINESS GROUP [ |
Mavigator

Return to Home Delivery Date: I (’; oOR
Drays After Award: |3D oR

The requisition you searched for is now available to edit, cancel, view, or print.



